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North Santa Clara Resource Conservation District (NSCRCD) 
An independent special district of the State of California 

 

JOB DESCRIPTION 
 

Executive DirectorDistrict Manager 
 
Classification: This is an unclassified, exempt position. The position may be offered as permanent or 
interim employment, depending on District needs and funding availability. 
 
Schedule: This position may be filled with a full-time or part-time employee, depending on District 
needs and funding availability. 
 
Summary of Duties and Responsibilities:  Reporting to the Board of Directors, the incumbent has overall 
strategic and operational responsibility for the District’s staff, programs, projects, and execution of its 
mission.  Implements the strategic goals and objectives of the District; works in partnership with the 
Board, staff and federal, state, regional and local public agencies and other stakeholders to provide 
leadership, vision and direction for the District; manages the District’s programs and operations toward 
the achievement of the District’s philosophy, mission, strategy, annual goals and objectives. May also be 
designated to function as the District Clerk by the Board of Directors.  
 
Key Duties 
• Supports operations of Board by advising and informing Board members; interfacing between Board 

and staff; assisting in Director and Associate Director recruitment; facilitating Director compliance 
with mandated training and educational requirements. 

• Oversees design, marketing, promotion, delivery, quality, evaluation, research, development and 
expansion of programs, products and services. 

• Oversees grant writing and fundraising planning and implementation, including identifying resource 
requirements, researching funding sources, establishing strategies to approach funders, submitting 
proposals and administrating fundraising records and documentation. 

• Develops and recommends annual District budget for Board approval and manages resources within 
budget guidelines according to current laws and regulations; responsible for financial oversight and 
compliance with mandated reporting requirements;  

• Effectively manages the District’s human resource functions according to authorized personnel 
policies and procedures that fully conform to current laws and regulations, including recruitment, 
hiring, development, supervision and evaluation of District staff and consultants. 

• Ensures the District and its mission, trainings, programs, products and services are consistently 
presented in a strong, positive image to relevant stakeholders and key partners, including effectively 
working with community partners in collaborative endeavors that promote the interests of the 
District. 

 
Qualifications: To perform this job successfully, an individual must be able to perform each key duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 
required.  
• Minimum of three (3) years public sector or other relevant management experience. Commented [SM1]: interest	in	increasing	the	amount	of	

years	of	minimum	experience	
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• Excellent project management and organizational skills.  
• Strong computer skills, excellent oral presentation, writing, editing and grammatical skills. 
• Demonstrated experience in: 

o Resource conservation program administration. 
o Public or private sector agency, department or division management. 
o Natural resource conservation policy development. 
o Agricultural and/or natural resource management. 

• Demonstration success in: 
o Facilitating groups comprised of a diversity of organizations and individuals. 
o Building positive relationships with staff, partners, colleagues and board members. 
o Fundraising, including grant development and management. 

Desired Attributes: 
• Working knowledge of natural resource concerns in Santa Clara County. 
• Demonstrated proficiency in speaking, writing and reading a second language other than English 

that is spoken by a significant percentage of District constituents. 
 
This job can be performed from a remote location. 
Employment type: Full Time 
Professional level: Executive 
 


